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ABSTRACT 
, the Legal Assistand ‘ask Analysis. Project was 


i: ~erder to @cotiplish this, 4 task survey form was constructed and 


distributed to, a:sample:sf attorneys:in (1) private practice, (2) ‘he 


companies or corporations, and (3) government ‘positions. The forn 
included 123 tasks arranged in nine categories: General law office 
work, real estate problems, estate planning and probate, commercial 


‘law, business enterprises, criminal, law, domestic. relations, personal © 


injury and other trial work, and tax work. The responses (335) were 
then analyged to determine the mean frequency. and importance of each. 
task, whi h resulted in the selection of (1) 12 essential: ‘tasks; (2) 
96 nonessetttial, but recommended for inclusion, tasks; and (3) 13 
nonessentiab and not recommended for inclusion tasks. The tabulated 
data will be utilized in the development and evaluation of the 
recently appr ved begal Assistant Program at Lakeshore Technical 
Institute at Cleveland, Wisconsin, a pilot 2-year. associate degree 
progran for the State of Wisconsin Vocational, Technical and Adult 


‘Education System. The major portion of the document consists of 
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tabulations of the survey responses, 0 sher survey materials, and the 
123-item task List’ with the task frequency and task importance 
ratings (Author/HAD) : 
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ABSTRACT | . oe ee 
7 i et ‘ ee 

The Legal Assistant Task Analysis Project was undertaken to stheide data 

related to the (1) importance of tasks and (2) frequency of tasks that, 

are, or could be,-assigned to an assistant. ‘In order to accomplish 

this, a task survey form was constructed and distributed to a ‘sample’ of 

attorneys in (1) private practice, (2) companies or corporations, and 

_ (3) government posi tions, ; - fp 2 

The responses were then analyzed to determing the mean frequency and im- 

-.portance.of each tasks: The result was (1) 12 essential tasks;"(2) 96 

nonessential, but recommended for inclusion, tasks; and (3) \ nonessen- . 

tial and not recommended for inclusion tasks, 


The tabulated data will be, utilized in: the Sanietee and seetuaeion of 
the recently approved Legal Assistant Program at Lakeshore Technical In- 
stitute at Cleveland, Wisconsin. This program is a pilot two-year as- 
sociate degree program for the ’staté of Wisconsin Vocational, ffechnical 
and Adult puesto! Systen. : , ‘ 
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‘Lawsschoo] graduates Wilt not meet the neéds 5 of Tegal work by 1980 ac- 
oa to the U.S. sl peace of. Labor. 
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proximate ly: 270, 000 0 th 325, 000 or oa. oa This 1. 7 percent annual 
‘increase is faster thar the 1.5 percent: experienced over the 1960-68 
a period: Increased requirements for lawyers reflect the continuing 
a _ expansion of; business) dctivity and an increasing population, In addi- 
a . tion, low-" and middle-income ° groups will use more legal services. Based 
eee, & on. “pas t relationships between law school graduates,. numbers taking and 
"  pdssing bar examinations; and- numbers, actually entering the dccupation, 
an average of about-20,000 law school graduates would be needed epnuarity 
over: ‘the 1968- 1980 peniod ta, meet pregeeted requiremehts. ° - 


psociation is des 


Regarding ass istance tor attorneys , “the American Bar?A 
; ue fal ToMing statemen ES" in 1968: : : 
-o8 iH 
Tt ‘is now widely: recognized. that one of the critical problems fac- 
cing ours professjon. law is the inadequacy of.the number of lawyers 
Pees to serve, in the ways theyrhave traditionally served, the very 
">, greatly. expanded rien of a burgeoning population with ex-' 
*.  * panded needs for legal services in both civil and criminal matters. 
. “3 +, Gons idera tion of: the. use-of technically qualified assistants by 
ee “= other, prd fessionals; has persuaded us that the bar too negds para-_ 
professionals, and. that a, partial solution “to the problem of avail- 
mo Pes lability of’ Jegal™ services, lies in. “his Se a 


’ 
Pap 


In 1969 the finer ican Bar, As sudaranore nized a‘special ‘commtttee on. 
Legal Assistants, This: ycominittee was forined for the purpose .of, encour- 


. | . @s agi id providing le der’ship aes guidance in the’ eee and employ- 
a cent 6 parateao ls - . P ; C 


n y é ; 
: To" déte, the commit tee ‘has. published a half dozen studies Sained at as- 
= sisting other insti tutions in the development .of ‘programs, nature of, 
progranis,-and asSist- emptoyers in” “Tecating candidates. 
a teseteniteeee ssa ‘description of: the functions of ‘a legal 
“s assistant and qu: Pr ie educatjonal Programs.” 


Lakeshore Technical Insil tute is”one of a relatively , number of in- 
; scituticns, within the Unjted States that has begun a legal assistant 
eC. tha ining program. The .de¥el opment of these programs has been. in response 
Le to the need. for ‘additional personnel. to assist attorneys, private busi- 
‘Wesses, and Loe pene agence ies wm need ‘of Tegal assistance or legal 


“a7 dts ir. ee fe ofa! 


The Legal Ass+ gant” Program /at~LakeShore was authorized by the Wisconsin 
ord te Beard sf tocatianat.'] Technical and Adult: Edlication to begin in the 
fall of JORA,. The beqan asa part- time program with course development 

being alee earried orit ‘on -the: basis of rather broad information and the 

~ exper lise of attarngys in spec tfic areas’ of practice 


The sl Leqal. “Ass igtant. Program has enjoyed the ester A and assistance 

. off the Par. Agsaciation of. Wisconsin, having staff personnel as well as 
individual.members serving onthe Leqal Assistant Advisory Committee. 
TRey have con tributed . qredtly to the direction and content of the 
program, + Z 7 | 6 we ae 


@.. \s | 


yor aitd beyond the: general American Bae “As eee, 
! to meet _the needs’ for Wiscons' in. No ohas t had been under= 


ie 5 coursds. 0 
or ; a snot Fie 


OBJECTIVES es - te «4. Gn + @ 


1. To tipxeenan ata is of the frequency and Re Mae of the tasks 


a 


etermine whether tise is eriough demand by specialty, areas in 
the}legal profession’ to warrant a training program tailored to meet 
e-special needs. 


ote Merwabo,pe . | | ce S a = ‘ 


ee Marquet,te Law Seer. Members of the Lega.] Pee en Com- 
tee reacted to the instrument. Pen pegeL hens and comments 


‘ingtyument. ‘ 


. 


task aa le laa ei instrument was constructed in two parts. 


responses were pea eee to the area of practice of the respon- 
‘6 dent. The-int formation requested for these determinations included: 
Sector of practice “— ¢ ee 3 / 
Specialty area of practice  -.' 
Number of ed in the office : 
‘lumber or, legal assistants empueyed in the office 


le ques tions were posed with stated, choices of responses. The 
respondent was ie place a check in the blank in front of the re- 
sponse that bes agreed with the respondent’ s status or feel irfg. 


. » olf the performance of the task and the importance assiqned to-the 
7 ‘task in the performance as a legal assistant. The final fofm con- 
th ined 123 tasks and left space for the respondent to include addit 


eo : tional tasks. . : ; e 


Nee. ‘, « 
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This final form designated four choices for frequency. They were: . 


* 
a. ‘Never 
b Seldom 
c Often 
d:.-' Daily 


These choices seemed siericient to meet gicet a1 task Situations 
inthe average Tegal. office. 


Four levels of importance choices were also available fo the re: 
SPONREDIS _ These were: 


ee Medium co 7 
dy Essential. - a , 
“These choices seemed to also correlate with the feelings. ‘of ‘the re- 
- spondents qui te readily. — P 


, [he tasks were: listed in-nine satenenies which represented the 


‘major areas of responsibitities of an assistant. The survey form | 
was organized in this way to-make: it easier for the respondent to: 


complete. This arrangement should also make it easier for the 
curriculum developers and others interested in analyzing the data. 


The nine categories are: 


: > ge a § 
Géneral law office work = i 
Real estate problems - 8 
Estate’ planning and prebate - 8 
Commercial Taw _— 5 ‘ 


Business enterprises 

Criminal’ law 

Domestic relations. 

Personal injury and other trial work 
Fax work 


(See: Appendix A for a copy ‘at the final Survey instrument. ) 
sample ~ The sample was selected con attorneys within the state of 
Wisconsin, . The selection was done on a random basis ee to 


county sizes The groups of oom were: 
: j 


0-40,000 Population 40, 001 - 100, 000 Population 
Ashland ; Columbia a ae 
Barron : : Eau Claire fo 
Buffalo . .  _, Fond du Lac, 

Crawford 4 Grant 
“Lincoln , - Jefferson 
Marinette = _ La.Crosse * 
Marquette i —— _ Manitowoc - 
Peppin _ _ Portage — 
Rusk : ~ + Walworth ; 
Waushara 8 Washington - 


. : 
¥ = Jt : 8. 


100, 001- 200, 000 onuforien , 200, 001 300, 000 Population 


ips - Brown Co, : Waukesha 
Kenosha ; 
Marathon :* \ ; 
Outagamie * 
Racine 
Rock. “ a 
Winnebago a 


300,001-400,000 Population . Ove 40 0,000 Population 


*~* +) Dane = Mw Milwaukee 
One hundred fifty attorneys, ieiudine county of fice holders, were 
selected from. each of the groups, except Milwaukee. The names were 
obtained from the 1974-75 Wisconsin Legal Directory. The location 
of the attorney ' § practice or office, rather than the residence, 
. was used in determining tn which county the attorney was to be in- 
cluded. A separate sampling procedure was used in Milwaukee County 
because of the extreme difference in population between it and any 
_ of the others. The attorneys selected were selected from: the most. 
recent Metropolitan, Telephone Directory, _ 


.. One would readily observe that no legal agsistants have been in- 
' cluded in the survey. The reason for this decision is that no 
directory exists for this category. It would have been tan almost. 
impossible task .to obtain the-names of such persons even though it 
is common knowledge that persons employed in the posvien exist’ in 
‘Wisconsin. 


3, Administration. of the Suita Instrument - The survey instrument was 
- distributed to members of ‘the sample in counties other than Milwau- . 
kee through the mail. .The instrument was distributed in Milwaukee 

County by Marquette Law Scheol students. ; . 


The survey, instrument was accompanied ” a letter, signed by” Dean 
- Boden of the Marquette Law School, which explatned-the instrument 
and the importance of the information, and a postage-paid return 
envelope. (See Appendix B for a “copy. ) 


. After three weeks had elapsed, telephone calls were made to a mini- 
sample of 80 nonrespondent attorneys to determine the reasons for 
yonreturn. A number of reasons for nonreturn were given: 


oe ye = 
é. Pa \ . Response Percent 
a. Hadn't received,one or misplaced form as | 19 

b. Sent in recently 6 " 8 

c. | No experience with legal assistant or not 14 . 18 

applicable to the respondent's office 

d. Will send in form shortly . i . 14 
e. * Changed address 3 4 

r Didn't know how to respond; couldn't 2 3 
interpret form : aan 

g. -No answer or disconnected phone Ie. 2 * 76 

h.. Too_busy to complete form; form too long , 16 + = 20 
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"RESPONSES . 


ae . e 9 
The students distributing the forms- in Milwaukee County explained 
the purpose of the form, left the form for the respondent to cdm- 

plete, and returned to obtain the completed form. The respondent 

~. was asked if he/she would complete ‘the form before the student left; 
and if the answer was "no,"*the survey instrument was not left. 
“ Because of this, most af the forms distributed were completed. 


@ 


n 


¥ 


‘Three hundred’ thirty-five usable responses were returned and analyzed, 


One Hundred eighty-six. of these wére from Milwaukee’ County. The total 
represents approximately five percent of the membership of the Bar 
Association of Wisconsin. . a go 


a ip 8 


ANALYSIS AND IMPLICATIONS OF BATA - f « 4s 


The data was analyzed ina number of ways in order to provide the infor- 


". mation necessary to complete the objectives of the phoject. A number of 


tabulations are included here with poss*#ble implications of such infar- 
ination, These are presented in the same order as te@y appear in the 


task”analysis survey form. (See Appendix C and Aprdendix D.) 


1.. Indicate the sector. =< eo 
: : . ae ‘ov 
Private practice Vt. 
Company or corporation 7%. 
Government 22 5 é 
\ ‘ 


This indicates that the great majority of attorneys within the A 
state of Wisconsin are involved in private practice. “The needs of 
thi's group should be weighted heavily when developing the cur- ; 
riculum as this will provide.the bulk of the employment opportu- — ¢ 
nities. ; a 


2.5 Indicate the specialty area. 


fon] 
a 
\ 


Private practice 

Company or corporation 
Judicial branch . 
Registrar of deeds 
Registrar in probate 

Clerk of court’ 


} 


OMMBD me 
SS : 


LO sho Oo Go on oS sw 
u a ee ee me 


‘Clerk for judge 0, 
Corporation counsel oe 
Family court commissions » Tee 
District attorney 5. 
QO. 


Regulatory agency 


This portion was included to determine, the need for specialization 
In training for positions in government. It, however, will not in- 
fluence the direction because of the low pergentages in any govern- 
ment category. 


= 10 


_« 10 
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3. How many professionals are there in the office? 


‘a One ms © 24.8% 
: wn tab \ 49.6% r : 
- 6-10 ©, — 10.7% og 
More than 100° "9, es Tes . 
Three fourths of the responses were from persons in offices ravine 
more than one attorney. The legal assistant job opportunities: are 
also going to be-more available. in this type of arrangement. 


4. How many legal assistants are there in the office? . 7 ie 
None* ~ 2 3 48. Hs! _ 8 ny 

One » “ye 26.6% a 

a © 2-3 . wor =V4,.0% 
4-5 i. 2.4%, 
More than 5 ' 4.5% 


Slightly more than 50 percent of ‘the respondents are presently em- 
ploying legal assistants and therefore responded from their ex- 
periencé, This makes the results more reliable than if all*had 
completed the. form on the basis of supposition only. 
as 
Task analysis results end up as a series of numbers which are jn them- 
selves worth very little to the curriculum persons and instructors in-. 
volved. In order that the numbers have value and the efforts of obtain- 
ing this data pe justifidty decision points must be set. -Decision ‘ 
points are points that define parameters of categories. In this study, 
the categories decided upon were: (1) essentiat ti%k; must be included 
for inclusion, (2) nonessential task; recommended for inclusion, and = ° 
(3) task can be eliminated without being ‘detrimental a the program; may 
be nice to’know, \« - :. . s 
ei, te 
The decision points an this study tiére defined using the mean of the im- 
‘portance as the'criteria. The decision points were set as preserited 
below. Following these is a listing of the tasks unOEE eet of these 


categories. . 
‘ : 
Category. - Decision Point(s) 
1. Es sential taks; nfs se jacduded 3.00 and above 
Os ‘Nonessential task, recommended for é. 202.99 « . 
inclusion 
-3.° Task that can be eliminated - below 2.20 . 


The Following has been based on the importance data given in Appendix D. 


Essential Task |. _ Essential Task 
Must Be Included . Must Be Included 
. i 44 
\ - : Ag 
6 7) 
3h 2° * es 
. i, 113 
*y fotal - 12 tasks 


LIMETAT IONS 


; é _ . gH = 
. Nonessential Tasks Nonessential “Tasks oe 8 eo 
Recommended fur Inclusion © ——. Reconmended for Inclusion. ° «0 + Je 
e-. a : P . . : : : : a": ra 2 : i Be yas 
-. oo oe oo. + ee a 
“gga: 8 Ne eh EE tae BPP Ge We 
ne . eo ee ea 
ue 28 -. 8 ro a ae 
[ 830-35 Ce we  F, 4 BR 380 
fd ’ . + 39 4 - J al BF why 
44-43 7 = 89 ” 
ABRAF -. 9 | i oa 
. 49: 23 = 92-94 
$07 -  ggST12 
54-58 114123, 
Total = 96 tasks ee - - e \ 
Jlones sen tial. Tasks e * Nonessential Tasks : 
Not_ Recommended for Inclusion , Not Recommented for Inclusjon . . é 
an ee BRO 4 7 ae a ee * eats 
1 26-5 Do a Aan a 
: 29 4 tee Be Ses ° of. . we ee 
: _ 0» * 2 ee. tetas 
§ 1-53 ai. > ; f ’ 9] ; : “a yr _s © 
‘59 a _ 95 be — 


; et oe Total = 15 tasks, . C > oe i 
Incvuded in the appendix are pages containing tables of means included ® 7 ‘a 


s0 that a person micht determine if there was a significant difference -*. 
be thiean the groups: cf respondents. In cenetal 3 a difference greater 
“han oe is significant. — . : 


“here area number cf tasks for which the responses frat the different 


groups afe significantly differemt. Th3s indicates that'a different set : 
of tasks shculd be used if assistants were to be trained for, each group. 
At tha present time, “his will not be feasible because of the nature of 
he program, Hawever, this decision wi?] oes to be reevaluated ag the 
py ograrr: exagnds . ; : _¢ a 


' = a 


Tha pri mary l?mitation ir this study was the sme] i. _gunber of responses 
=n proportion to the total number of at&orneys in Wesconsin. Another 
related concern was the low response number fram the attorneys in the ©. - 
counties with a popu lation between 2-36 ,000 and ane. 000. 

A acssible Jimi Ma tion that could be included is that of the respondents 

cyly beirg elplayers (or similar capacity). Tne relative recency of the 


position ant! the. reluctance of the attorney s | to give part of their 
work To ‘Cthers, particularly nonlawyers. may have resultéd in a biasing ss 
cf the responses “toward a =ower valve, 7 ; 
ne - - : , i 
= wa 
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Amperndix 0 


Apparcdis: £ 
Apperdiy F 
Apper dix G 
Apoer. diy: H 


Apper diy: 1 
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TAELE OF AP PEN JICES 


Legal &sszstant Task Analysis Suryey Form 
{ 

Survey Cover letter by Robert F. Boden 

Tabu laztionr of Part I of the Survey Fort 


Means For Task Frequency and Task Importance 
Using F.1] Resporses 


M2ars of Tas'< Fireq semcy by Sectors 

Means cf Tas.< Irapo Ttance by Sector 
N@ans cf “as <.Firequer cy by County Size 
Means cf Tas & Importance by County $i re 


Means of “as * Fivequency by Number of Pro- 
Fass tonals im the Office 


Means of Tass Irmpo tance by Number of 
Profass jonals im tine Office 


Nezans Gf Tas.. Freequency by Number of Legal, 
Assistants iruthe Office . 


Means of Tass Importance by Number of ( 
Legal Assistants jn the Office . 


a 
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Appendix A ; 


LEGAL ASSIST 


FASK ANALYSIS 


questions concerning she emplover, or 
ee, Ta PSP rlinged check. rark ta the appropriate 


Please answer 
potential 


oa = yt Gt 
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Tm teoate: trie try fact 


l. Piva SrIet ice 


CORT ETL a? oe en ae ard | 
is Werle PTVWbe nyt 


Trbis ate Che spe. cbt ire. 


he her ae oe S18 de Pa 
a company or Corporation 
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